Ms-Word (Microsoft word)
Word-processing is one of the first popular applications for the more advanced personal computer. It is also called “Word Perfect”. You can prepare different types of letters and documents. Such as personal letter business letter, application letters, thesis, Reports etc. besides this you can calculate numeric record from table menu. 

To Load Program

Click on Start  button

Click on all
Programs

Click on Microsoft office

Click on Microsoft Word
OR


Click on Start button


Click on Run

Type WinWord

Click on OK
FILE MENU
To Take a New Page( Ctrl + N ([image: image1.png]


)
To Save File ( Ctrl + S ([image: image2.png]


)
To Open Saved File (Ctrl + O ([image: image3.png]7



)
To Close Files (Ctrl + F4 ([image: image4.png]


)
To Close Program (Alt + F4 ([image: image5.png]


)
To Print File(Ctrl + P ([image: image6.png]


) 
To Save File With Password 
1. Click on File Menu
2. Click on Save as
3. Active Save as Box
4. Type Filename 
5. Click on Tools
6. (If you can click on Tools Click on Security Option}
7. Active Option box
8. Type password in password to open box 
9. Click on OK
10. Again type same password in confirm password box 
11. Click on OK
12. Click on Save
To Print Preview ([image: image7.png]


)
1. Click on File Menu
2. Choose Print Preview
3. Active print preview windows and you can close the preview
4. Click on Close Button
To Set Page Setup
1. Click on File Menu
2. Click on Page Setup
3. Active Page Setup box
4. Set the Margin, Orientation, and Page size etc.
5. Click on OK
EDIT MENU
To Cancel Doing Command (Ctrl + Z)([image: image8.png]


)

1. Click on Edit Menu
2. Click on Undo 
To cancel undo command(Ctrl + y)([image: image9.png]


)

1. Click on Edit Menu
2. Click on Repeat 
To Copy Text (Ctrl +C)([image: image10.png]


)
1. Select the Text 
2. Click on Edit Menu
3. Click on Copy 
4. Change the Cursor Place
5. Click on Edit Menu
6. Click on Paste ([image: image11.png]


)
To Move or Cut text (Ctrl + X)([image: image12.png]


)
1. Select the Text
2. Click on Edit Menu
3. Click on Cut 
4. Change the Cursor Place
5. Click on Edit Menu
6. Click on Paste ([image: image13.png]


)
To Clear Text (Del Key)
1. Select the required word or passage.
2. Click on Edit Menu
3. Click on Clear
4. Click on Contents or Format
  To select all text (Ctrl + A)

1. Click on Edit Menu
2. Click on Select All 
To Find Text/Sentences/Word
1. Click on Edit Menu 
2. Click on Find Ctrl + F
3. Active find box, type which word to find
4. Click on Find Next

To Replace Word

1 Click on Edit Menu 

2  Click on Replace Ctrl + H

3 Active Replace box,

4 Type which text to find and again type replace box which text to replace

5 Click on Replace Button
To Go to Command

It is used to go to any line, section, and comment etc.

1 Click on Edit Menu 

2 Click on Go to Ctrl + G

3 Active go to box, select required items

4 Select Go To Reference Name

5 Click on Go to button

6 Click on Close
VIEW MENU
Normal View ([image: image14.png]


)
It is a normal style view where we can’t see the doing format in page such as margin setting, header footer message, page number etc.
1 Click on View Menu

2  Click on Normal View.

Web Layout View ([image: image15.png]


)
It is a in ternate style view and just like a normal style view.
1. Click on View Menu
2. Click on Online View or Web Layout View
Print Layout View ([image: image16.png]


)
It is an important view of document. You can see all the doing format and picture, typed messages easily. It is always active in front of document which you load program. 

1. Click on View Menu

2. Click on Page Layout View
 To Active/Inactive Document Map([image: image17.png]


)

1. Click on View Menu
2. Click on Document Map

Out Line View ([image: image18.png]


)

 This view is used if you want to see sub heading and body text also see the topic in plus of minus sign.
1. Click on View Menu.
2. Click on Outline View
To Active/Inactive Ruler Bar
1. Click on View Menu
2. Click on Ruler
To Active/Inactive Task Pan
1. Click on View Menu
2. Click on Task Pan
To Active/Inactive Toolbar

1. Click on View Menu

2. Click on Toolbar

3. Select required one tool name

To view Full screen 

1 Click on View Menu.

2 Click on Full Screen

(If you want to close full screen then, Click on Close Full Screen button.)

To Zoom Document ([image: image19.png]100%



)
1. Click on View menu

2. Click on Zoom and Active Zoom box,

3. Select the Zoom Scale

4. Click on Apply 

5. Click on Ok

To Write Header and Footer Message

Header is use to the top of the document and Footer is use to the bottom of the document. You can insert the page number, Date e.t.c.

1. Click on View Menu

2. Click on Header and Footer 
3. Active Box,

4. Type header message and format it

5. Press Down arrow key or click on Switch button

6. Type Footer Message if need then format it or u can insert the page number, date, time etc.

7. If you want to go again header box then press Up arrow key then you change header message

8. After that,

9. Click on Close button
1. Select Break 


2. Active Break box,

3. Select Page Break
Click on Ok INSERT MENU
To Break Page(Ctrl + Enter)
It helps to break the page from the place of cursor.
4. Put the cursor is required place where you want to break page

5. Click on Insert Menu 

To Insert Date and Time

It is use to insert the current date and time with the readymade format in any place of open document. We can also set the update date and time.
1. Click on Insert Menu

2. Click on Date and Time 
3. Active Date and Time box,

4. Select the date and time format
5. Click on Update Automatically
6. Click on OK

To Insert Page Number

It is use to insert the number of page in open document. We can set the different types of page number format like 1, 2,3……, or A,B,C,…….Z etc.
1. Click on Insert Menu 

2. Click on Page Number

3. Active page numbers box,
4. Set the page number position(Top of page or Bottom of page)
5. Set the alignment(left, right, top and bottom)
6. Click on Format

7. Select the Number format (1,2,3 or A,B,C)

8. Click on OK

To Insert Symbol

It is use to insert the different types of symbol sign in open document. We have different types of symbol font name such as Symbol, Wingding, Webdings, Monotypes Sorts, Municipal etc.
1. Put the cursor in required place

2. Click on Insert Menu

3. Click on Symbol 
4. Active Symbol box,

5. Select the symbols font name

6. Select the symbol sign
7. Click on Insert 

8. Click on Close
To Insert Auto Text Word 

This is a less automatic version of auto correct, and is useful for setting up your own phrase. If you find that you often need to type the same text, then it would be worth setting up an auto text entry.

1. Put the cursor in required place

2. Click on Insert Menu 

3.  Click Auto Text

4. Select the required word like Salutation, Closing etc

5. Again select the word of Salutation, Closing etc.

To Set Auto Text

From this process we can set the any types of word and sentence in auto text options.

1. Type the text and select it
2. Click on Insert Menu

3. Click on Auto Text

4. Click on New

5. Type the Name of selected Word or Sentence with in minimum four character

6. Click on OK

To Insert Comment

It is use to write the information message about the document or letter. It is active in right position of open document in comment box.
1. Click on Insert Menu 

2. Click on Comment

3. Active Comment box,

4. Type the comment message about the letter or document.

5. Click on View

6. Click on Comment
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To Edit Comment Message

1. Select the comment word where you use comment

2. Click of mouse in comment box

3. Active cursor in comment box,

4. Edit comment and Click in required place
To Delete Comment Message

1. Select the comment word where you use comment

2. Right Click of mouse button in comment box

3. Select the delete comment

To Insert Caption

 It is used to give numbering to picture, table etc. Just like fig.1, table.1 etc.

1 Select the required picture or figure.

2 Click on Insert Menu

3 Click on Reference

4 Click on Caption

5 Select the caption option and numbering.

6 Click on Ok.

Footnote and Endnote

Word program allows you to add footnotes (which appears bottom of a page), or Endnotes (which appears at the end of your document). This reference text on the main pages, usually using a superscript number.

1. Select the text will reference the footnote or endnote

2. Click on Insert Menu 

3. Click on Footnote
4. Click on Reference
5. Choose Footnote or Endnote, 
6. Select the Number Format or Custom Mark

7. Select the Numbering or Symbol
8. Click on OK

9. You can enter the text for your footnote or endnote 

To Insert Bookmark

A bookmark can help you keep track of a location in your document.

To create a Bookmark
1. Place your insertion point

2. Click on Insert Menu 

3.  Click on Bookmark

4. Enter a name for your bookmark

5. Click on Add button

To Go To Bookmark

1. Click on Edit

2. Click on Go To

3. Select the Bookmark 

4. Select the Bookmark Name

5. Click on Go To
To Combine Two or More Files

It is use to combine the primary and secondary file.
1. Put the cursor where you want to combine file

2. Click on Insert Menu 

3. Click on File

4. Select the filename which you want to combine

5. Click on Open or OK

To Insert Text Box

In this process we can make a box where you typed text and that is move in any position of the document.

1. Click on Insert Menu 

2.  Click on Text Box

3. Active mouse cursor is Plus sign and drags and creates the text box

4. Type the text

To Insert Picture

1. Click on Insert Menu 

2.  Click on Picture

3. Choose Clip Art or From File

4. If you select clip art option then, active picture Task pan with picture

5. Click on  the picture

 (if you select the from file option then,)

6. Select  the picture filename

7. Click on Insert or Open
Drawing Toolbar 

When working with graphics in word program. You aren’t limited to using ready-made clip art; you can create your own drawing using word’s drawing toolbar.

1 Click on View Menu 

2 Click on Toolbar 

3 Select drawing toolbar

Word Art

Word art is a tool you can use to apply a wide range of special graphical effect to type that you see in your word document. You cannot treat as a plain text but as drawing object.

1 Click on Insert Menu 

2  Click on Picture 

3 Select the word art

4 Active word box and select the word style

5 Enter your text 

6 Click on OK

To insert Auto shape

1. Click on Insert

2. Click on Picture

3. Click on Auto Shape

4. Active auto shape tool box,

5. Click on required shape tool

6. Make in required place in document by dragging

To Link Other Document (Ctrl + K)

Some more meaningful text or even an image represents Hyperlink. You can use word to make either of these into a hyperlink.

1. Select the text of image that the user will Click on the jump to your link file

2. Click on Insert menu

3. Click on Hyperlink 





4. Select the Browse  File Name

5. Click on OK

FORMAT MENU

Font Box ( Ctrl + D

Font Size ( Ctrl + Shift + > or Shift + Ctrl + <



Ctrl +] or Ctrl + [

Font Name ( Ctrl + Shift + F

Font Size ( Ctrl + Shift + P

Bold ( Ctrl + B

Italic ( Ctrl + I

Underline ( Ctrl + U

Left Align ( Ctrl + L

Right Align ( Ctrl + R

Center Align ( Ctrl + E

Justify Align ( Ctrl + J

To Changing Fonts

1. Click on Format Menu

2. Click on font Active box,

3. Select required fonts, style, Lines, Size, font color, underline style, underline color and effects 

4. Click on Ok

To Set Character Spacing

1. Select the text

2. Click on Format

3. Click on Font

4. Click on Character Spacing 

5. From here you can numerically control the spacing, the position.

To Set Text Effect
It is use to set the different type of animation in typed text which is only in open document page. It is not for print. We can select different types the effect name.

1. Select the text

2. Click on Format

3. Click on Font

4. Click on Text Effect 

5. Click on the text effect tab

6. Select the text effect name Click on OK
Paragraph-Level Formatting

You can manage the alignment, left and right, indents and space above and below refer to whole paragraphs.
Alignment Setting

1. Select the text to be formatted

2. Click on Format

3. Click on Paragraph

4. Click on Alignment

5. Select required one

6. Click on Ok

Line Spacing Setting

1. Select The Text

2. Click on Format

3. Click on Paragraph

4. Click on Line Spacing

5. Select required one spacing name

6. Click on Ok

Paragraph Spacing

1. Select the paragraph text

2. Click on Format

3. Click on Paragraph

4. Click on Spacing Before or After box

5. Type the spacing number

6. Click on Ok

Indentation Settings

1. Select the paragraph text

2. Click on Format

3. Click on Paragraph

4. Click on Indentation Left Or Right Or Special box

5. Type the indentation number

6. Click on OK

Numbering And Bulleted Paragraph

1 Select the paragraph to be bulleted

2 Click on Format Menu 

3 Click on Bullets and Numbering 

4 Active box, choose the Bulleted or Numbered or Outline Numbered or List Style

5 Select required one style

6 If you want to change the setting of bullet or number format

7 Click on the Customize

8 Set the required number or bullet format, starting number etc

9 Click on Ok

To Remove Bullets or Numbering
1. Select the all  Numbering and Bulleted Paragraph

2. Click on Bulleted and Numbering Icon on the formatting toolbar

To Set Page Border

1. Click on Format 

2. Click on Border and Shading

3. Active box, select required border line of border art 

4.  Click on OK

To Paragraph Border

1. Click on Format 

2.  Click on Border and Shading

3. Active box, select required border line

4. Click on OK

To Set Shading

1. Click on format 

2. Click on Border and Shading

3. Click on Shading

4. Active box, select required shading color
5. Click on OK

To Write Text In Newspaper Style

This process is used to write a text in more than one column. It is use when you want to type text as a newspaper and magazine book.

1. Select the text or put cursor in required place

2. Click on Format 

3. Click on Column

4. Active box, select the number of columns

5. Set the size and spacing of column

6. Click on OK

To break column

1. Click on Insert

2. Click on Break

3. Click on Column Break

4. Click on Ok
To Set Tab Position

This process is used to set the cursor distant as a tabulation command. There are five type of tab key.  
1. Click on Format Menu 

2. Click on Tab

3. Active box, set the tab position

4. Click on OK

To Set Drop Cap

It is used to change the size of character which is in first paragraph of first word of first letter. It is used for format of letter and documents. When you used this process selected letter is in large size and it touch below type sentence.

1. Select the character
2. Select on Format 

3. Select on Drop Cap

4. Active box, select the number of drop line, font of draw and distance of drop text.

5. Click on OK

To Set Text Direction

It is used to change the direction of text box text.

1. Click on Format Menu 

2. Click on Text Direction

3. Active box, select required direction
4. Click on Ok
To Change The Case Of Letter

This process is used to convert into sentence case to upper or lower or title or toggle cases.

1. Select the text

2. Click on Format Menu 

3. Select Change Case

4. Click on OK

To Set Background Color In Document

1. Click on Format Menu 

2. Click on Background

3. Select a color 

4. Click on OK

To Set Style

It is use to changes the style of heading, body text and other text which you type in document.

1. Click on Format Menu 

2. Select the Style

3. Active box, select a style

4. If you want to change style format

5. Click on Modify 

6. Click on Format

7. Select required options to set format

8. After all setting Click on OK and Apply

TOOLS MENU

To Check Spelling And Grammar Checking (F7)

In this program when computer found spelling mistake then active red zigzag line and when found grammar mistake then active green zigzag line also computer always found mistake in nepal word such as gopal, shyam etc.

1. Put the cursor in top of the document

2. Click on Tools Menu 

3. Click on Spelling and Grammar 
4. Active box, if computer found spelling mistake then active spelling box and options.

5. If found grammar mistake then active grammar box and options

6. Check your self

7. If you want to change correct word then select the correct word and Click on Change button

8. If you want to change skip Click on ignore button

9. After all check Click on OK

To Set Hyphenation

This process is used to set the dash sign in last position of break typed word.

1. Click on Tools Menu 

2. Click on Language

3. Select Hyphenation

4. Click on Automatically Hyphenation 

5.  Click on OK

To Set The Thesaurus 

It is used to the meaning of word similar and opposite.

1. Select the text

2. Click on Tools Menu 

3. Click Language

4. Select Thesaurus (Shift + F7)
5. See the word meaning

6. If you want to change the meaning of selected word select required word and Click on replace button.

7. If you want see the meaning of checking word Click on look up button

8. After all, Click on Close.

To Set Auto Correct 

It is used to correct the lst letter of sentences in capital accidentally mistake and set replace with command word.

1. Click on Tools Menu 

2. Click on Auto Correct 

3. Set the required information.
4. Click on OK

To Count Word

In this process we can see the count message of word paragraph page line, character etc.

1. Click on Tools Menu 

2. Click on Word Count

3. Active, word count box 

4. Click on OK

To Protect Document


This process is used to look a file text. When you used this process you can open a file easily but you can't modify a file.

1. Click on Tools Menu 

2. Click on Protect Document

3. Click on Comment and Type Password 

4.  Click on OK

5. Again, type same password 

6.  Click on OK

To Unprotect Document

1. Click on Tools Menu 

2. Click on Unprotect Document

3. Type same password

4. Click on OK

Macro
Macros are recording of common activities. You can record your own macros, and play them back whenever necessary. It is just like a tape recorder.
1. Click on Tools Menu 

2. Click on Macro

3.  Click on Record New Macro

4. Record macro dialog box appears. Enter a name for your macro. Special character and spaces are not allowed.

5. Type the Short key of macro in shortcut key box e.g. (Alt+Ctrl+A)

6. Click on Assign

7. Click on Close
8. Now, record sign is active in mouse point. We can not click in any command with mouse this time but prepare the macro text in document page.

9. When you have finished recording 

10. Click on stop icon on toolbar

To Run Macro

1. Press you assign your shortcut key


Or

1. Click on Tools

2. Click on Macro

3. Click on Macros

4. Select Macro Name

5. Click on Run
To Prepare Mail Merge

Merge means a combine in word program. You prepare two files to merge in first file. You can prepare body text of letter and in second file you can prepare name and address with heading as a table, after prepare two file you can combine then use merge process to see all combine letter.

1. Prepare a document of letter with body text and save it.

2. Click on Tools Menu 

3. Click on Letter and Mailings

4. Click on Mail Merge

5. Click on Starting Document
6. Click on Select Recipients
7. Click on Type a New List
8. Click on Create
9. Active New Address List box,
10. Type the person name address record one by one according to field name. [Note: No need to entry all record fields. Only fill that which is necessary for insert in merge command.] 
11. Click on New Entry if you want to add another person record. 

12. Similarly, Add Another New Records

[  Note, If  you want to delete unnecessary field record then, 

Click on Delete Entry   

If you want to add new field name then, 

Click on Customize 

Click on Add

Type New Field Name

Click on Ok

Click on Ok


If you want to delete field name then, 

Click on Customize 

Select Field Name 

Click on Delete

Click on Ok


If you want to change the name of field name then,

Click on Customize

Select Field Name

Click on Rename

Type new name

Click on Ok

We can also move up and move down the field name in customize list box then,


Click on Customize

Select Field name

Click on Move Up or Move Down

Click on Ok


After all Settings,
13. Click on  Close
14.  Active save as box

15. Type New File Name
16. Click on Save button

17. Click on Ok
18. Now cursor is active is open document
19. Put the cursor in required place to insert field name

20. Click on Insert Merge Field
21. Select field name one by one where you fill up the record
22. Click on Insert

23. After insert all, Click on Close

24. Click on Merge to New Document Tool
25. Click on All

26. Click on Ok
To Prepare Envelope

1. Click on Tools Menu

2. Click on Letters and Mailings

3. Click on Envelope and Label
4. Click on Envelopes
5. Active envelope box, now set “To” address in “delivery address” and set “From” address in “return address box” after that click on option button. Set the envelope size, delivery address position and return address position
6. Click on OK

7. Click on Add to document

 To Prepare Label
Label means a name and address of one person which is use as a sticker after print. You can prepare any one label or full screen label.

1. Click on Tools Menu 

2. Click on Letters and Mailings

3. Click on Envelope and Label
4. Click on Labels Tab

5. Click on Address box
6. Type the name and address
7. Click on Option 

8. Click on Details

Now set the label top margin, side margin, vertical pitch, horizontal pitch, label height, label width, number across, number of down label name and label size.

9. Click on OK 
10. Again, Click on OK

11. Click on New Document button

To set Customize

It is use to set the large icon of toolbar, set tools tips, show or hide toolbar and set the new tools in toolbar.
1. Click on Tools

2. Click on Customize

3. Click on Toolbar or command or options

4. Set required format

5. Click on Close
To set Options

It is use to set the different option show or hide on document chart like save options, edit options, view options etc.

1. Click on Tools

2. Click on Options

3. Click on required tool name

4. Set required options 

5. Click on Ok
TABLE MENU
To Insert Table

1. Click on Table Menu 

2. Click on Insert Table

3. Type the number of column and row

4. Click on OK

To Set Column And Row Height
1. Put the cursor in cell 

2. Click on Table Menu 

3. Click on Column or Row

4. Cell height and width Or Table Properties
5. Select the row or column tab

6. Set required 

7. Click on OK

To Insert Column 

1. Select the number of column 
2. Click on Table Menu 

3. Click on Insert 

4. Click on Column to the left or Columns to the right 
To Insert Row 

1. Select the number of row 
2. Click on Table Menu 

3. Click on Insert 

4. Click on Row above or Row Below 
To Insert Cell 

1. Select the number of cell
2. Click on Table Menu 

3. Click on Insert 

4. Click on Cells

5. Select Shift cell right or Shift cell down

6. Click on Ok 
To Delete Column 

1. Select the number of column 

2. Click on Table Menu

3. Click on Delete
4. Click on Column 

To Delete Row

5. Select the number of row

6. Click on Table Menu

7. Click on Delete 
8. Click on Row 

To Delete Cell

1. Select the number of cell

2. Click on Table menu

3. Click on Delete 
4. Click on Cells

5. Select Shift cell up or Shift cell left

6. Click on Ok

To distribute Column size equally
1. Select the  Columns

2. Click on Table

3. Click on  Auto fit

4. Click on Distribute Column evenly
To distribute Row  size equally

1. Select the  Row

2. Click on Table

3. Click on  Auto fit

4. Click on Distribute Row Evenly
To set the table auto fit content

1. Select the all records

2. Click on Table

3. Click on Auto fit

4. Click on Auto fit to content

To set the table auto fit window

1. Select the all records

2. Click on Table

3. Click on Auto fit

4. Click on Auto fit to window

To Merge Cells

1. Select the cells 

2. Click on Table Menu 

3. Click on Merge Cell

To Split Cell

1. Select the cells

2. Click on Table 

3. Click on Split cell and
4. Type number of split column and row

5. Click on OK

To Split Table

1. Put the cursor in required cell

2. Click on Table menu 
3. Click on Split Table

If you want to combine split table then used bellow process

4. Put the cursor in below first table 

5. Press Delete key

To Auto Format Table

1. Put cell inside the table

2. Click on Table menu
3. Click on Auto Format

4. Select required format

5. Click on OK

To active of inactive grid line

1. Click on Table Menu
2. Click on Show Grid Line or Hide Grid Line

To Convert Text To Table 

1. Select the normal text

2. Click on Table Menu 

3. Click on Convert Text to Table

4. Select the Separator options

5. Click on OK

To Convert Table to Text

1. Select a table

2. Click on Table Menu 

3. Click on Convert Table to Text 

4. Select the separator options

5. Click on OK

To Sort The Record

If you want arrange the record in ascending or descending order then we use the process.

1. Put the cursor in cell

2. Click on Table Menu 

3. Click on Sort 

4. Active box, set the required  type of sort

5. Click on OK

To Use Formula

Put the cursor in cell where you use formula

1 Click on Table Menu 

2 Click on Formula

3 Type a formula
Total =c2*d2

Discount =if(c2>=10,e2*5%,0)

Total amt. =e2-f2

4 Click on OK
WINDOWS MENU

To Make a Duplicate Document

1. Click on Windows Menu 

2. Click on New Window
To Arrange All Open Document
1. Click on Windows Menu
2. Click on Arrange All
To Compare or Split Windows

1. Click on Windows Menu 

2. Click on Split Windows

3. Now, Split line is active in mouse point

4. Click on half of the document where you want split windows
Then,

1. Compare the document text

After that , Remove the Split Windows
2. Click on Windows Menu
3. Click on Remove Split







